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1. GCENERAL
This Regulatian prescribes the system for the recording, maintenance, and
disposition of property. The system will be set forth in detail in Agency
Supply Handbooks. The system in essence is nothing more then a stock record
system which records, reflects, and stbstantiates every transaction affecting
supplies and equipment. It is designed to:
8, - Provide information concerning the queantity of material on hend, in use,
and on order;
b. Assist in verifying that material procured br requisitioned is received
in the proper quantity end in proper condition;
c. Record the location end condition of meterial on hand and issued for use;
d. FEatablish the location of all nonexpendable property issued for ﬁse and
the identity of the responsible user;
e. Disclose all instances of loss, damege, or destruction of material in
order that corrective action, if eppropriate, can e taken; and
f. Disclose excess, unaeiviceable,‘and selvegeable material in order that
proper repair or disposal action can be taken,
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PROPERTY CLASSIFICATION

For accounting and control purposes property is classified as expendable or

nonexpendsble as defined below:

a.

3

b.

3-

Expendeble prﬁperty is that material which is consumgble or vwhich loses
identity in uaé. It includes such material as food, fuél, spaxre parﬁa
and materiel used to repalr other articles of property or which becomes
an integrel part of other artlcles. Certain materlal of minor velue not
felling into the foregoing categories uwsy be classified as expendable.
Nonexpendable property is that material which is not cconsumed and retaina
original identity in use. It includes such ltems as vehicles, machine
tools, weapons, and cameras., Certain iltems of mincor value in this cate-
gory mey be claassified as expendable,

The Agency Supply Catalog will Indicate the status of material as
expendeble or nonexpendable. (Items not listed in the Supply Catalog
w11l be considered elther as expendable or nonexpendable when they clearly
fall into the classification of equal or similar items within the Supply
Catalog and will be classified sccordingly.)

ACCOUNTABILITY RECORDS

Accountable Officers are required to malntain the following basic records:

2,

STOCK RECORD CARDS

Stock Becord Cards are s continuing record malntained for esch ;ine item
of material. They are the record of every transaction affecting account-
ability together with the number of the weucher which substantlastes the

transaction in detail.

2
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b. VOUCHFRS

A voucher is a document or series of related docurents which evidence s
'tra.naa,ction on'a Steek Record Card. A voucher itgelf is not & prescribed
form but will ‘usually be one of several forms used in the normal pro-

’ cesses of procuring, requisitioning, issuing, é;nd receiﬁng or dispusing
of material. Normally, there are 'three types of vouchers. |
(1) Debit vouchers - documents such as receiv&ﬁg reports, purchese crders,

and turn-in slips which 1list the items of raserial acquired and which
therefore increase the balance on hernd.

(2) Credait vouchers - documents such as issue slips ; requisitions, and
shipping documents, which list items which have been issued and there-
fore decrease the balance on hand.

(3) Adjustment vouchers - documents used to adjust differences between
the Stock Record Cards and actual quantities on hand es disclosed
by inventories; to reclassify msterial because of changes in nomen-
clature or condition; and to refiect any other changes in account-
ability occasioned by other than the normal processes of receiving
and issuing material.

¢. ACCOUNTING FOR SPECIAYL, TTEMS

(1) Accounting by Serial Numbers
Sensitive and expensive equipment which bear serial munbers: » such
as typewriters, weapons, cemeras, watches, etc. , Will be accounted
for by serial number except when otherwlse authorized by the Chief
of Loglstics,

3
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. (2) Accounting for Automotive Vehicles
(a) in iumition to maintéining repuler Stock Record Cards for
automotive vehicles, an individusl sutomotive vehicle record
ﬂu be maintained by the Accounteble’ Officer for each separate
vehicle, This record will cont&in' the make: model, type, chassis
number, original cost, date of pirchese, motor number, a list
of accessories attached to the cer, and the name of the indivi-
dual responsible for the vehicle.
(b) The Chief of Logistics will meintain records for all Agency-ocwned
vehicles to which an individuml or organlzation holds title
and will maintain, in addition to these records shown in para-
graph (2) sbove, & "Declsretion of Trust" properly authenti-
cated and simgned by the recponsible individusl.
MEMORANDUM RECEIPT FILES
A record of nonexpendsble property issued from stock for use by responsible
individuals (hereafter referred to as "memorandunm receipt
property"”) will be maintained by the Accounteble Officer. This record
will consist initially of a copy of each voucher, designated "Memorandum
Receipt,"” reflecting the issue and retwrn of nonexpendable property.
Accountable Officers will isasue a consolidated Memorsndum Receipt to each
responsible officer, at least semiannuslly, and upon change qf regponsible
officers. Ccnsolidated Memovandum Receipts will list ell pr&perty properly
chargeable. Re‘sponai'ble officers will verify consolidated Memorandum
Receipt quentities with an inventory of property on hand and will report
shortages and overages to the Accountable Officer. Responsible officers

| W |
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will at all times maintain a record of memorandun 'receipt property in
;ﬁei‘r possession. Accountable officers must pick up &ccountability for
. any overages reported and direct the submission of Reports of Stgrvey
for any shortages. '
Lk, ACCOUNT NIMEERS : ' !
Property records established by each. Accountable Officer will be ldentified.
by station account numbers prescribed and published by the Comptroller.
5. SPECIAL RESPONSIBILITIES OF ACCOUNTABLE OFFICERS
In addition to his normal supply duties (receiving and issuing materisl and
properly recording all transactions), an Accountable Officer is responsible
for ensuring to the bvest of his ability that all transactions are properly
authorized in accordance with law and Agency Regulations. Further, each
Accountable Officer has a general supervisory responsibility not only for the
operation of the supply center under his jurisdiction, but for the general
maintenance of effective controls over the use, care, and maintenance of
issued material. This supervisory responsibility 1s to the official who has
degignated him an Accountable Officer and does not ip any way alter the
responsibility of individuals or their supervisors for fhe proper use and
aafekeeping of materials issued.
6. APPLICATION TO VOUCHERS
In terms of the preceding responsibilities, & voucher, which is the basie
document from which increases, decreanses, snd other changes are pqéted to
Stock Record Cards and Memorandum Receipt files, does not reduce the pecuniary

lisbllity of an Accountable Officer unlesms:
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Te

The voucher or’gubsidiary documents evidence the fact that material was
lssued to p;faéns éuthorimed to rejuloition end receive such meterial.
Vouchers or subsidiery documente evidencing the receipt of material
adequately eﬁplain any discrepencles betwesn quantities gnd specifications
of materials presumably purchased or otherwisé acquireé, and the quan-
tities end specifications of items actuelly received, and indicate that
sppropriate saction wes teoken to correct significant dis~repancies.
Vouchers reflecting & reduction in dccountabllity because of loss, damage,
destruction, or any disposition of materiasl other than by issue for con-
sumption, issue on Memorendum Receipt or transfer to another Accountsble
Officer, are properly suthorized in accordsnce with Agency Regulations.

REQUIREMENTS FOR RELIEF OF ACCOUNTARILITY

Transactions vhich effect & reducticn in sccountability are classified below

to reflect the essential differences betveen the types of transactions. The

type of supporting documents and the approvels required to validate such

transactions are significently different end must be complied with before an

Accounteble Officer can claim relief from accountability end pecuniary respon-

sibllity for material entrusted to him for storage and issuance.

HORMAL CONSUMPTION, USE, OR TRANSFER
Vouchers reflecting normal issues for consumptlon, use,or transfer to
another Accountsble Officer must evidence that the transaction was in
regponse to a requisition from an cuthorized individuaml and tﬁﬁt delivery
was mede to such individual or a desigpated recelver. Nonexpendable
equipment must be lssued on Memorandum Receipt. The issuance of items

6
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c. NORMAL ADJUSTMENTS

+

(1) No substantial supnly center and related accountability activity can

(2)

(3)

function without the need to make ad justments occasioned by errors

in the ﬁminteuance of records and in the counting of items received
and issued. AdjJustments are also requiréd to refiéct changes in
nomenclature, stock numbers; and to réflect the loas of identity of
items incorporated into other ﬁaterial as replacement or repair parts.
Lastly, 1t is eﬁaéntial that continuous adjustments be made to reflect
changes in the clessificstion of material as elther serviceable or
unserviceable.

All such adjustments shall be teported to the Accountable Officer on
an Inventery Adjustment Report &s soon &s the need for the adjustment
becomes apparent. An explarstion of the ceuse or need for the adjust-
ment shall be provided for each item or group of enalogous items
eppearing on the Inventory Adjustment Report. The repoxrt shall be
reviewed end approved in detall by the officisal appointing the
Accountable Officer and the repert shall constitute edequate support
for the adjustment made in the accountabllity records. Where the
Chief of Mission or Station or hesd of a_ field installation
is the Accounteble Officer, the report shall be submitted to the
Chief of Logistics for review.

An epproved Inventory Adjustmant Report may only be usedlﬁa final
authority fér the adjustment of accountebility records when the

circumstances necessitating the adjustments clearly do not indicate
8
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loss, damege, or destruction of supplies or equipment as the result.

of misuse or negligence on the part of eny individusl. In any case

vhere thé approving officlel believes that this may be the case, he
shall délete the items from the Inventory Adjustment Report and
direct that a Report of Survey be submitﬁed. One fcopy of each
Inventory Adjustment Report used to edjust discrepanciés in the
actusl quantity of material and to change the status of msterial will
be prepared by Accountable Officers for transmission to the Chief of
Logistics. hege will be subrdtted m-ntﬁly‘ They will be reviewed
by the Chief of Logistics to determine compliance with general con-
cepts and for indications of field problems requiring headquarters

action.

d. 1L0SS, DAMAGE, OR DESTRUCTION

A suspense file of Reports of Survey akall be meintalned for:

(1)

(2)
(3)

All property turned in on Memorandum Recelipt where, in the copinion

of the Accounteble Officer, the property hes been demaged or destroyed
by fectors other than normal wear end tesr under conditlons of author-
ized use. |

A1l property held on Memorendum Receipt reported as lost or stolen.
Any items on an Inventory Ad justmant Report for which a Report of

Survey has been directed.

After final survey action has been taken by the appropriate approving

authority, a contormed copy of the Report of Survey end the findings as

to personal lilability shall be riled by the Accountable Officer in

support of the voucher reflecting the reduction in his accountability

. 9
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Aif the property is lost, stolen, or destroyed, or reflecting the
ad justment Qecéssary to trapsfer the proverty from servicesble to
unserviceeble classification where dsmmge has occurred.
8. DISPOSITION bF PROPERTY _ -’
g. All supplies énﬂ.equipment are classified e&s:

Serviceable - Bequired
Servicentble - Trcess

Ungervicesble - Repalrable
Unservicesble -~ Nunvepslrable

Under varying circumstances, it will be deriraeble to dispose in the field
of property which 1ls excess, unserviceable-repaireble, and unserviceable-
nonrepsireble.,

b., Before disposing of such property, the Accounteble Officer must be in
receipt of proper suthority. In addition, if gpecific disposal inatruc-
tions have not been received, he shell recormend the most appropriate
method of disposition to his designating officlal. The latter shall
approve the proposed method of disnosltion or direct other nction, sending
B copy of his determination to both the fccountable Officer and the appro-
priate finance officer. Final accountability for dispossble property
shall not be terminated until the property hes actually been disposed of
in accordance with the epproved disposal instruction. The credit voucher
dropping sccountability must be supported by a Certificate of Disposition
and £11 supporting correspondence pertinent to the disposition, and must
evidence the delivery of the proceeds, if any, to the flnence officer.

When property is disposed of by destruction, such disposition will be

witnessed by a disinterested individual who shall sign the Certificate of
25X1A pisposition. [N rrescribes general policles on disposition of material.
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